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STATE OF INDIANA

AN EQUAL OPPORTUNITY EMPLOYER STATE BOARD OF ACCOUNTS
302 WEST WASHINGTON STREET
ROOM E418
INDIANAPOLIS, INDIANA 46204-2769

Telephone: (317) 232-2513
Fax: (317) 232-4711
Web Site: www.in.gov/sboa

INDEPENDENT ACCOUNTANT'S REPORT

TO: THE OFFICIALS OF THE INDIANA DEPARTMENT OF ENVIRONMENTAL MANAGEMENT

We have reviewed the receipts, disbursements, and assets of the Indiana Department of Environ-
mental Management for the period of July 1, 2004 to September 30, 2006. The Indiana Department of Envi-
ronmental Management's management is responsible for the receipts, disbursements, and assets.

Our review was conducted in accordance with attestation standards established by the American
Institute of Certified Public Accountants. A review is substantially less in scope than an examination, the
objective of which is the expression of an opinion on the receipts, disbursements, and assets. Accordingly, we
do not express such an opinion.

Financial transactions of this office are included in the scope of our audits of the State of Indiana as
reflected in the Indiana Comprehensive Annual Financial Reports.

Based on our review, nothing came to our attention that caused us to believe that the receipts, dis-
bursements, and assets of the Indiana Department of Environmental Management are not in all material
respects in conformity with the criteria set forth in the Accounting and Uniform Compliance Guidelines Manual
for State Agencies, and applicable laws and regulations except as stated in the review comments.

STATE BOARD OF ACCOUNTS

December 19, 2006



INDIANA DEPARTMENT OF ENVIRONMENTAL MANAGEMENT
REVIEW COMMENTS
SEPTEMBER 30, 2006

EXCESS LIABILITY TRUST FUND (Informational Comment Only)

Per Indiana Code 13-23-7-7 the Underground Petroleum Storage Tank Excess Liability Trust Fund is
to be audited by the State Board of Accounts. This fund is currently being reviewed and a separate report will
be issued.

Indiana Code 13-23-7-7 states: "Not later than December 31, 1996, and every two years thereafter,
the state board of accounts shall conduct an audit of the excess liability trust fund."

CONTRACT MONITORING

The Indiana Department of Environmental Management (IDEM) entered into a two year Memorandum
of Understanding (MOU) with the Indiana Clean Manufacturing Technology and Safe Materials Institute
(CMTI), established and operated by Purdue University, to perform certain services. During the two year
MOU, the CMTI submitted claims totaling $14,991 for travel, lodging and meals which IDEM paid.

The MOU provided for the CMTI to retain documentation supporting expenditures for three years.
However, there were no procedures in place to periodically monitor or review supporting documentation for
expenditures. Due to the lack of monitoring expenditures, the validity and accountability for the monies
disbursed for travel, lodging and meals could not be established.

Controls over the receipting, disbursing, recording, and accounting for the financial activities are
necessary to avoid substantial risk of invalid transactions, inaccurate records and financial statements, and
incorrect decision making. An agency's control environment consists of the overall attitude, awareness and
actions of management and the governing board or commission. This would include establishing and
monitoring policies for developing and modifying accounting systems and control procedures. (Accounting
and Uniform Compliance Guidelines Manual for State Agencies, Chapter 1)

Supporting documentation such as receipts, cancelled checks, invoices, bills, contracts, etc., must be

made available for audit to provide supporting information for the validity and accountability of monies received
or disbursed. (Accounting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 1)

APPROVAL OF FORMS

We found that the Indiana Department of Environmental Management is using forms for the Excess
Liability Trust Fund that has not been approved by the State Board of Accounts. These forms are used in the
application and eligibility process.

Indiana Code 5-11-1-2 states in part: "The state board of accounts shall formulate or approve all
statements and reports necessary for the internal administration of the office to which they pertain."

FIXED ASSET INVENTORY

In our review of the fixed asset inventory of the Indiana Department of Environmental Management,
we noted items (vehicles) on the Auditor of State listing that were not on the agency listing. In addition, these
vehicles were not on the latest physical inventory taken by the agency, but were on the agency vehicle
mileage report.



INDIANA DEPARTMENT OF ENVIRONMENTAL MANAGEMENT
REVIEW COMMENTS
SEPTEMBER 30, 2006
(Continued)

As stated in our two prior Reports B16786 and B23768, the fixed asset inventory of the Indiana
Department of Environmental Management is not complete. Additionally, a complete annual physical
inventory of assets owned has not been conducted.

Each state agency is required to report to the Auditor of State all additions and retirements of assets
with a cost of $20,000 or more. (Accounting and Uniform Compliance Guidelines Manual for State Agencies,
Chapter 10)

Once a year, after receiving a Fixed Asset Master Listing, a physical inventory is to be taken and com-

pared to the Master Listing and the agency's listing of assets from its asset control system. (Accounting and
Uniform Compliance Guidelines Manual for State Agencies, Chapter 10)

PERSONAL LONG DISTANCE PHONE CALLS

As stated in our prior Report B23768, it has been the practice of the Indiana Department of Environ-
mental Management to allow employees to make personal long distance telephone calls on the agency's tele-
phones. Each month, employees are to review telephone bills, identify their personal calls, and present a
check or cash to the agency for payment.

Personal long distance calls are not allowed to be charged to the State or placed over the State tele-
phone network. Such calls should be charged to the employee's home phone, personal calling card, or placed
collect. Agencies should review monthly telephone billings for indication of charges for personal calls. If an
agency discovers that personal calls have been placed, reimbursement must be sought for the charges
incurred and the employee should be instructed not to charge additional long distance calls on the state
network. (Accounting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 5)

STATE OWNED VEHICLES

The Indiana Department of Environmental Management maintains a fleet of two hundred one (201)
vehicles for the agency's use. Thirty-five (35) of these vehicles are either emergency response or special use
vehicles. The remaining one hundred sixty-eight (168) vehicles are classified as fleet vehicles. Fifty-two (52)
or 31% of the one hundred sixty-eight (168) fleet vehicles were underutilized during the last year.

As noted in our prior two Reports B16786 and B23768, the Indiana Department of Environmental
Management maintains a fleet of vehicles that are under-utilized.

State agencies may have vehicles assigned for long term use on a permanent basis. A vehicle should
be returned when it is no longer considered necessary or becomes under-utilized, with less than 1,000 miles
average monthly official State use. (Accounting and Uniform Compliance Guidelines Manual for State Agen-
cies, Chapter 11)

For employees to be assigned vehicles on a permanent basis it must be shown that duties require
travel in excess of 1,000 miles per month, or that the vehicle is identified as an integral part of the job. [P.L.
246-2005, Section 24, Appropriation Act]



INDIANA DEPARTMENT OF ENVIRONMENTAL MANAGEMENT
EXIT CONFERENCE

The contents of this report were discussed on January 31, 2007, with Scott Nally, Assistant
Commissioner; Daniel Murray, Assistant Commissioner; and Clara Farrow, Chief Financial Officer. The official
response has been made a part of this report and may be found on pages 7 through 15.



INDIANA DEPARTMENT OF ENVIRONMENTAL MANAGEMENT
We make Indiana a cleaner, healthier place to live.

Mitchell E. Daniels, Jr. 100 North Senate Avenue

Govemor Indianapolis, Indiana 46204
(317) 232-8603

Thomas W. Easterly (800) 451-6027

Commissioner www.idem.IN.gov

March 2, 2007

Bruce A Hartman, CPA, State Examiner
State Board of Accounts

Indiana Government Center South

Suite E 418

402 W. Washington Street

Indianapolis, Indiana 46204-2765

RE: Official Response

Dear Mr. Hartman:

This letter is Indiana Department of Environmental Management's (IDEM) official response to findings of the
State Board of Accounts audit for the period July 1, 2004 — September 30, 2006.

EXCESS LIABILITY TRUST FUND

The comment regarding the current separate review of this fund per IC 13-23-7-7 is appreciated.
IDEM staff will be happy to assist the review effort in any manner requested.

CONTRACT MONITORING

IDEM has strengthened directives for random programmatic audits of contractor invoices not only
for the Clean Manufacturing Technology and Safe Materials Institute, as cited in the audit, but also
for all entities contracting with the agency. The audit will include a comparison of receipts to invoice.
Discrepancies will be discussed with the contractor and all results noted in the contract file.

APPROVAL OF FORMS

IDEM's staff is being asked to review IDEM’s “Agency Forms Management Policy” (attached) to reinforce
the requirement for forms approval by Indiana Commission on Public Records and the State Board of
Accounts. Approval for the identified forms utilized by the Excess Liability Trust Fund is underway.

FIXED ASSET INVENTORY

Some IDEM paperwork for additions and deletions has been recently completed and will be delivered to
Auditor of State (AOS) by 3/02/07. We are working on a Standard Operating Procedure and will make sure
reconciliations are done quarterly. The AOS currently does not recognize some PeopleSoft Profile
Identifiers; this situation has been recognized by both AOS and Government Management Information
Section (GMIS) and we have been assured by GMIS that they would resolve this situation.

Recycled Paper @ An Equal Opportunity Employer Please Recycle %
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IDEM has conducted the 2006 annual physical inventory of assets with a unit cost greater than $19,999.99
and a useful life of greater than 12 months. Preparations are underway for the 2007 physical inventory.

IDEM received the latest AOS Fixed Asset Master Listing on 01/18/07. We are in the process of planning
and conducting the annual physical inventory.

PERRSONAL LONG DISTANCE PHONE CALLS

Employees are required to review and verify the monthly telephone bills and attest that long distance calls
charged to their work phone are for business purposes. The cost of any personal calls must be reimbursed
to the State. In addition, IDEM management periodically reminds staff the State telephone network is not to
be utilized for personal long distance phone calls. However, the Agency does allow employees to
infrequently use the State network for emergency purposes. A copy of IDEM'’s policy regarding celluiar and
landline phone usage is attached.

Staff is again being reminded the State telephone network is only to be used for business needs.

STATE OWNED VEHICLES

We met with members of Indiana Department of Administration (IDOA) and were informed that the
spreadsheet (Less than 1000.xls —see attached) was pulled from M5 database and that the odometer
readings were based on uploads from Voyager Cards and Motor Pool Work order odometer readings. At
this time IDOA is not entering the monthly readings on the Vehicle Mileage Reports (VMR). They are
allowing us to utilize the 6 month average we calculated based on the monthly VMRs (8/06 — 1/07) (see
attached).

Based on the above we have determined that of the 51, nine (9) special use, thirteen (13) exceed the
average 1000 miles required, three (3) brand new, seventeen (17) Federal grant specific, three (3) not on
IDEM’s inventory, three (3) that have been promised for surplus when replacements arrive, and two (2)
Leased from Motor Pool with High Mileage. We are currently recommending that the Agency remove one of
the vans our couriers use to deliver mail to our satellite office at Shadeland.

IDEM appreciates the opportunity to respond to the State Board of Accounts findings.

Commissioner

TWE/cbf
attachments



DEPARTMENT OF ENVIRONMENTAL MANAGEMENT NO:
A-052-0EA-05-P-Boy

POLICIES & PROCEDURES AUTHORIZED: "'W
SUBJECT: SUPERSEDES: " | PAGE 1 of 2

New

Agency Forms Management Policy EFFECTIVE:

November 1, 2005

PURPOSE: To establish a system to manage the creation, generation, printing and posting of all agency

forms in order to compty with all applicable state regulations as stated in IC 5-15-5.1-1 and IC
4.23.16.12.

SCOPE: This policy applies to all materials created by IDEM employees that fall under the description of
a form as outlined in IC 5-15-5.1-1. Exempted from the definition of form for purposes of this policy are
pages created for one time use in informal meetings. Formal meetings, hearings and other official
documents that gather information are included in the scope of this policy.

DEFINITIONS:

Form: “Form” means every piece- c;f paper, transparent plate, or film containing information, printed,
- generated or reproduced by whatever means, with blank spaces left for the entry of additional
information to be used in any transaction involving the agency or state.

IDEM Forms Coordinator: A designated Business Services Division staff person responsible for acting as
the information gateway with the Indiana Commission on Public Records (ICPR). This coordinator
handles all requests to ICPR for a state form number or posting assignments.

Sign-in Sheet: “Sign-in sheet” means a handwritten or typewritten document that gathers meeting
attendee information. A sign-in sheet that gathers information about a participant is considered a form
only when used in a meeting or hearing that conveys public record status.

Web Team Member: A designated Media And Communications Services staff person responsibie for the
~ creation and maintenance of a program area Web site.

Web Central Forms Manager: A designated Media And Communications Services staff person
. responsible for acting as the information gateway with the web content manager and the IDEM forms
coordinator. This position handles all requests to develop or update forms for program areas.

STATEMENT OF PROCEDURES / RESPONSIBILITIES: -

1. All materials that meet the definition of a form as outlined in IC 5-15-5.1-1 must have a state form
number and meet the layout and design requirements as outlined by the Indiana Commission on
Pubtic Records. This applies to all forms, regardless of use, type, location or format.

2. The following steps must be taken for the creation of a new or updated state form:

a. Complete IDEM Forms Management Project Work Order to track the form through the form
approval process (must accompany the package through the entire form approval process).
b. Form content and design must be approved by program Assistant Commissioner.

c. Form content and design must be approved by the program area’s designated Office of Legal
Council Attorney.



Approval of Electronic Form (SF# 48874) with a disk or CD containing an electronic copy of
the form, and printing requisition for forms requiring printing by Central Printing, PEN or
outside vendor.

Submit all the necessary paperwork to the appropriate program Web Team Member.

The Web Team Member will review the package and submit it to the Web Central Forms

* Manager.

The Web Central Forms Manager will review the package and submiit it to the IDEM Forms

Coordinator.

The IDEM Forms Coordinator will review and sign State Form 36040 and State Form 48874

and then deliver the appropriate request, if needed to State Board of Accounts for approval,

and for a form number to the appropriate ICPR representative.

Once the review is complete, ICPR will post the new form to the state forms catalog. Multiple

form formats will be allowed under the IDEM catalog area. (See 6) Print requisitions will be

processed by ICPR and sent to Central Printing.

J-  ICPR will notify the IDEM Forms Coordinator when forms have been posted. The Web
Central Forms Manager will then add links from the IDEM site to the appropriate file in the

ICPR catalog and add the entry into the IDEM Publications and Forms Catalog.
3. Time frames for forms: .

a. Development and layout - 3 weeks
b. ICPR approval and posting - 3 weeks
¢. IDEM Web linkage — 1 week
d. Printing - allow 1 to 6 weeks depending on format of form
4. No state forms will be housed on the IDEM Web site. Forms will be housed on the ICPR state forms

r:'"'.('D

T @

access the necessary forms.

5. Any complementary documentation or guidance on completing the form will be housed on the IDEM

site and linked to the ICPR state forms catalog. This documentation will be generated as an HTML
file.

allow visitors to access agency forms. The catalog will contain only links to the appropriate forms on
the ICPR state forms catalog. ‘
8. Once per year, the IDEM catalog will be reviewed for accuracy and to determine the need for the
e forms listed. Web content Mmanagers will be required to determine the need of all forms listed for their
respective program areas. '
a requester needs assistance in the development of a form, contact the program area Web Team

If
Member. The Web Team Member will work with MACS Publications team to develop forms as
needed. '

REFERENCES:

IC 5-15-5.1-1
IC 4.23.16.12

-10-




"+ State Form 4336

DEPARTMENT OF ENVIRONMENTAL MANAGEMENT

INDIANAPOLIS
OFFICE MEMORANDUM
Date: March 23, 2005
To: Assistant Commissioners Thru: Scott J Nally g//)/)/)
Assistant Commissioner
From: Clara Farrow, Deputy Controller
Subject: Cellular Phones, Offsite Landline Phones and Utility Program Approval

This document outlines the Standard Operating Procedure to be followed for the approval of
payment for cellular phones, offsite landline phones (not included on the Communication
Services Invoice) and utility charges.

Cellular Phone invoices:

* A copy of all cellular phone invoices will be sent to the appropriate program Assistant Commissioner for review
and approval as they are received in Fiscal & Accounting. It will be the program area’s responsibility to notify
Accounting immediately upon the discontinued use or funding source change of any cell phone.

¢  After review by the Assistant Commissioner, the invoice(s) must be signed and dated on the sticker applied to
the face of the invoice.

* By signing the cellular invoice, the Assistant Commissioner has approved all phone charges including fong
distance and any directory assistance charges were necessary to conduct state business, it is still an active
account and is being paid from the correct funding source.

®  Any charges for equipment should be approved in advance and a copy of the memo sent to Accounting to attach
to the invoice upon receipt.

The signed copy of the invoice must be returned to Accounting within three weeks of receipt.
It is the responsibility of the Assistant Commissioner to retain a copy of the invoice for their program records if
they wish to have one.

Landline Phones and Utility Invoices:

*  Offsite landline phones and utility bills will be sent out once annually for funding source and active account
verification. It will be the program area’s responsibility to notify Accounting immediately upon the
discontinued use or fund source change of any offsite landline phone or utility service.

®  After review by the Assistant Commissioner, the invoice(s) must be signed and dated on the sticker applied to
the face of the invoice.

* By signing the offsite landline phone invoices, the Assistant Commissioner has approved all phone charges
including long distance and any directory assistance charges were necessary to conduct state business, it is still
an active account and is being paid from the correct funding source.

* By signing the utility invoice, the Assistant Commissioner has approved that the utility is still an active account
and is being charged to the correct funding source.

The signed copy of the invoice must be returned to Accounting within three weeks of receipt.
It is the responsibility of the Assistant Commissioner to retain a copy of the invoice for their program records if
they wish to have one.

Please return the invoice(s) to Fiscal & Accounting, IGCN, Room N1340, to the attention of Utility
Coordinator, Accounts Payable.

—-11-



This is an example of the label that will be on the face of your imvoices.

‘

" certify that the attached invoice has been
reviewed and approved. By signing this, I
approve that all charges were necessary and
appropriate for business use."

Signature: Date:

;12_
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